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Headteacher:  Mrs O. Hopper

Designated Safeguarding Lead and Cover Supervisor 

Job description:
HLTA/ Teacher
Purpose of the Role
Ranelagh Primary School welcomes teachers of high professional standard and shares the responsibility with each teacher for continual review and development of expertise.
All teachers make a valuable contribution to the school’s development and, therefore, to the progress of all pupils.  All teachers will be given the opportunity to work in team situations to support the development of the curriculum throughout the school. The level of responsibility and leadership within each team will be determined by the appropriate experience and expertise of each team member.
Duties and Responsibilities
• To plan, prepare and teach the National Curriculum in line with statutory requirements and the
school’s schemes of work, ensuring teaching of the highest standard.
• To lead a curriculum subject across school and attend any relevant CPD.
• To create a stimulating, organised, interactive and informative learning environment that
encourages each child to achieve their potential.
• To engage in enquiry-based learning as part of the school’s approach to strategic
improvement in order to maintain and develop a teaching and learning environment of the
highest standard.
• To work co-operatively as part of a year team, including planning work for support staff.
• To monitor and assess pupils‛ work, using these assessments to inform planning and set
targets that promote continuity and progression.
• To ensure the individual needs of the pupils are met through differentiated work.
• To work in partnership with parents and other members of staff to promote the wellbeing and
educational progress of each pupil.
• To follow school policies under the direction of the head teacher and deputy head teacher.
• To maintain good order and discipline within the class, in line with the school’s behaviour
policy.
• To actively take part in professional development, sharing expertise and experiences as
required, including attending regular teacher meetings.
• To actively extend own professional learning via collaborative study, attendance at INSET and
reading to keep abreast of new developments.
This job description may be amended at any time, according to the changing priorities of the
school as identified within the school’s strategic plan and in consultation with the post holder.
Job description:
Designated Safeguarding Lead
Main purpose
The DSL will take lead responsibility for safeguarding and child protection across the school (including online safety and understanding the filtering and monitoring systems in place). 
They will oversee the school’s safeguarding policies and procedures, ensuring they are up-to-date and effective in keeping all children safe.
They will take part in strategy discussions and inter-agency meetings, and contribute to the assessment of children.
They will advise and support other members of staff on child welfare, safeguarding and child protection matters, and liaise with relevant agencies such as the local authority and police.
To lead and deploy the ADSLs within the school effectively.
Some safeguarding activities may be delegated to deputies, but the DSL will retain ultimate lead responsibility for safeguarding and child protection.




Duties and responsibilities
Managing referrals
· Refer cases of suspected abuse and neglect to the local authority children’s social care 
· Support staff who make referrals to the local authority children’s social care
· Refer cases to the Channel programme where there is a radicalisation concern 
· Support staff who make referrals to the Channel programme
· Refer cases to the police where a crime may have been committed

Working with staff and other agencies
· Act as a source of support, advice and expertise for all staff
· Act as a point of contact with the safeguarding partners
· Inform the headteacher of safeguarding issues, especially ongoing enquiries under section 47 of the Children Act 1989 and police investigations, and the requirement for pupils to have an appropriate adult
· Liaise with staff on matters of safety, safeguarding and welfare (including online and digital safety), and when deciding whether to make a referral by liaising with relevant agencies so that children’s needs are considered holistically
· To be the mental health lead and, where available, liaise with the mental health support team, where safeguarding concerns are linked to mental health
· Promote supportive engagement with parents and/or carers in safeguarding and promoting the welfare of children, including where families may be facing challenging circumstances
· Work alongside and line lead the Family Support Practitioner alongside the Attendance Lead 
· Work with the headteacher and relevant strategic leads, taking lead responsibility for promoting educational outcomes by:
· Knowing the welfare, safeguarding and child protection issues that children in need are experiencing, or have experienced
· Identifying the impact that these issues might be having on children’s attendance, engagement and achievement at school
· The above includes:
· Ensuring the school knows which children have or have had a social worker, understanding their academic progress and attainment, and maintaining a culture of high aspirations for this cohort
· Supporting teaching staff to provide additional academic support and/or reasonable adjustments to help these children reach their potential

Managing the child protection file
· Ensure child protection files are kept up to date on CPOMS
· Keep information confidential and store it securely
· Make sure records include: 
· A clear and comprehensive summary of the concern
· Details of how the concern was followed up and resolved
· A note of any action taken, decisions reached and the outcome
· Ensure files are only accessed by those who need to see them, and that where a file or content within it is shared, this happens in line with information sharing advice as set out in Keeping Children Safe in Education (KCSIE)
· Where children leave the school (including in-year transfers):
· Ensure their child protection file is securely transferred to the new school as soon as possible, separately from the main pupil file, with a receipt of confirmation, and within the specified time set out in KCSIE
· Consider whether it would be appropriate to share any additional information with the new school before the child leaves, to help it put appropriate support in place

Raising awareness
· Ensure each member of staff has access to, and understands, the school’s child protection policy and procedures, especially new and part-time staff
· Work with the governing board to ensure the child protection policy is reviewed annually (as a minimum) and the procedures and implementation are updated and reviewed regularly
· Ensure the child protection policy is available publicly and parents and carers are aware that referrals about suspected abuse or neglect may be made and the role of the school in this
· Link with the safeguarding partner arrangements to make sure staff are aware of any training opportunities and the latest local policies on local safeguarding arrangements
· Help promote educational outcomes by sharing information with teachers and school leadership staff about the welfare, safeguarding and child protection issues that children who have or have had a social worker are experiencing

Training
· Undergo training (at least every 2 years) to gain the knowledge and skills required to carry out the role and meet the expectations set out in KCSIE, including those outlined in the ‘Training, knowledge and skills’ section of annex C
· Undertake Prevent awareness training
· Refresh knowledge and skills at regular intervals and at least annually

Providing support to staff
· Support and advise staff and help them feel confident on welfare, safeguarding and child protection matters
· Deliver (or facilitate) appropriate safeguarding and child protection training, including online safety, and staff responsibilities in relation to filtering and monitoring
· Support staff during the referrals process
· Support staff to consider how safeguarding, welfare and educational outcomes are linked, including to inform the provision of academic and pastoral support

Understanding the views of children
· Encourage a culture of listening to children and taking account of their wishes and feelings, among all staff, and in any measures the school may put in place to protect them
· Understand the difficulties that children may have in approaching staff about their circumstances and consider how to build trusted relationships which facilitate communication

Holding and sharing information
· Understand the importance of information sharing, both within the school, with other schools and colleges on transfer, and with the safeguarding partners, other agencies, organisations and practitioners
· Understand relevant data protection legislation and regulations, especially the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR)
· Keep detailed, accurate, secure written records of concerns and referrals

Filtering and monitoring
· Understand the filtering and monitoring systems and processes in place in the school, including how to manage them effectively and escalate concerns when identified
· Make sure that the filtering and monitoring systems and processes block harmful and inappropriate content without unreasonably impacting teaching and learning
· Review filtering and monitoring provision at least annually 
· The DSL will carry out filtering and monitoring responsibilities alongside IT staff, the Headteacher, and the governing board

The DSL will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.
During term time, the DSL should always be available during school hours for staff in the school to discuss any safeguarding concerns. Ideally this will be in person, but can also be via phone or video call in exceptional circumstances. 

Job description:
Cover Supervisor 
 
Key responsibilities and objectives of the job
· To receive information regarding staff absence and organise cover accurately. 
· To work closely with relevant members of the Leadership Team to ensure that administrative cover is carried out in an efficient and timely manner.
· To maintain a flexible approach to service delivery.
· To develop and maintain accurate information within the school’s data management systems and other electronic / manual filing systems.
· To work closely with other members of the wider support staff team to support the smooth running of the school.
· To establish practices to track absences relating to trips and CPD to ensure that the school is able to function effectively. 
· To cover classes in supporting or teaching roles as required or arrange internal or external cover as required.

This job description sets out the major duties associated with the stated purpose of the post. It is assumed that other duties of a similar nature/level undertaken within the school are not excluded because they are not itemised.
 
The duties of this post could vary from time to time as a result of organisational changes, new legislation, changes in technology or policy changes; appropriate training may be given to enable the post-holder to undertake this new/varied work.



Qualifications
Essential
· Minimum HLTA/QTS Teacher Qualification
· GCSE English and Maths at Grade C/4 or above, or equivalent qualifications/experience. 
· Good literacy, numeracy and ICT skills. 
· Willingness to undertake relevant training and professional development. 
Desirable
· First Aid certificate.

Knowledge / Experience
Essential
· Experience of working in a school or education setting. 
· Experience of working with attendance, pastoral, safeguarding or family support processes. 
· Experience of analysing data and using it to identify priorities, patterns and interventions. 
· Experience of using school information systems, databases and Microsoft Office applications. 
· Experience of working to deadlines in tasks requiring accuracy, confidentiality and attention to detail. 
· Understanding of safeguarding and child protection responsibilities, including appropriate escalation of concerns. 
· Experience of communicating with parents/carers, students, staff and external agencies. 
Desirable
· Experience of line managing or coordinating the work of a team. 
· Experience of using Arbor or a similar school management information system. 


Abilities
Essential
· Ability to make objective, evidence-informed recommendations clearly and concisely. 
· Ability to understand and respond appropriately to social, welfare and safeguarding issues affecting children and families. 
· Ability to communicate effectively with students, parents/carers, staff, senior leaders and external professionals. 
· Ability to manage sensitive and challenging conversations professionally. 
· Ability to prioritise, coordinate and organise work under pressure. 
· Ability to meet deadlines and maintain accuracy in administrative and statutory processes. 
· Ability to explain attendance procedures and expectations clearly to students and parents/carers. 
· Ability to use judgement to assess risk, identify barriers and determine appropriate next steps. 
· Ability to maintain accurate, confidential records. 

Personal Characteristics
Essential
· Methodical, organised and conscientious. 
· Calm, professional and resilient when managing competing demands or challenging conversations. 
· Discreet and trustworthy when handling confidential or sensitive information. 
· Able to work independently and as part of a wider pastoral/safeguarding team. 
· Collaborative and flexible in response to changing school and student needs. 
· Able to model high standards and support others to work consistently. 
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